Request for Information

1.

2.

%, Earned Income Detail {HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

Introduction

Request For Information (RFI) is the method used to notify the
customer or representative of verification needed by the Specialist
in order to determine the customer’s eligibility. The RFI also
informs the customer or representative of the due date the needed
items are to be received by the local office. ACE allows you to re-
print the RFI and provide an extended due date on the form.

Throughout a case, the Specialist may add forms, comments, or
instructions to the RFI from a Verification Detail window.

Including Forms on the RFI from a Verification Detail Window

The Verification Detail windows are used to include forms that are
in ACE, on the RFI. To open a Verification Detail window, click on

the “R” in the ‘no X box.

— Transfermed: —

EEEEEEE =
Type: IWAGES Frequency: |WEEK|_\( v| - Assign to Trust:
—Ihcome Source I —I
Compar: INucIeal Pawer Plant Fhane, Ext.: I o I
) Y Werified:
Address: I I E-mail: I | No EI
City, State. Zip: I | jl I Faw I - -
—Ihcome Detail
D ate paid: I_a"_-" 'I Gross amount; I Hours worked: I
— Expense/Disregard Detail Elleer |
Pay dates: I ﬂ T_l,lpe:l j Amaunt; I
™ Exclude from averaging Exclude reason: | j
E:-ccludel Date Paid | Hours | Gross | Expenze/Disregard Type | Amount | Exclude Feazon Remove |
1152005 <000 400.00
M 2520058 40,00 400.00
11852005 3800 350.00
v 1426/2005 E0.00 700,00 URUJSUALLY HIGH CWERTIE
Tatals: I 178 I £1.880.00 I $0.00
Frir | [ et | Hew | Delete | 0k, | Cancel |

In the Form grid, located in the Verification Detail window there is

a U (check box) that allows you to include a statement on the RFI

that a specific form is required. The Form grid identifies the
appropriate form for that specific verification and if the form is in
ACE. In the example below, the Description is Wages and the

Verified



verification form ACE generates is the Verification of
Employment.

Not all forms used for eligibility are in ACE.

When you click Include Form on RFI Qbox a ¥ (check mark) will

appear and the form (for example Verification of Employment) is
included on the “Forms for Signature” section of the Request For
Information.

e Due This field is automatically filled with 10
business days after sending the RFI to be
printed.

i, Yerification Detail (MARGE SIMPSON - APPLICANT - 100061752, 2... [I[=] E3

Q&Y sleme = 9 @

Description: I'u'u'.ﬂ-.GES

Cualifier: ITar'get

Value: [$300.00 Verffied: Yes

— Wetfication

At I_-"_f’_ 'I [T colatera | [T Document |
Due
Cligtt Staterment: [~ I_ Wizual | I_ Declaration 1

— Faorm

v Include Form on RF1 I Fesolved: I I
Prirt Farm | IVERIFICATION EMPLOYMENT

— Request Far Infarmation

¥ Include Werification on RFI Due:l Resolved: I_x'_f vI

Instructions: % English " Spanish

& copy of pay stubs or a letter from the employer that shows the gross amount of
incorne for the morth(s) of May.

— Cormments

155005 Left meszage faor customer &t home phone #.

Ok Cancel

e Resolved Enter the date the verification form is received
back from the customer or representative.



e Print Form To print the verification form, click the Print
Form button which sends the form to the print
gueue allowing you to mail the form with the

RFI.

i, Yerification Detail (MARGE SIMPSON - APPLICANT - 100061752, 2... =] E3

Blay| sl=e = o e

Descrption: I'u'u'AGES

Qualifier: ITarget

Value: [$200.00 Verffied: Yes

—Werification

Date: |_/_/J = [T colatersl [T Document
I I

i

Client Statemert: [~ WizLal Declaration

— Form

¥ Include Farm an RFI Due: Resalved: Lot

!

Pririt Formn | WERIFICATION - EMPLOYMEMT

— Request For Information

¥ Include Yerfication an RFI Due:

!

Resalved: dd

Instructions:  {* English " Spanish

L

A copy of pay stubs or a letter from the employer that shows the gross amount of
income Tor the maonthi(s) of May.

—Comments

14805 Left message for customer at horme phone #.

Ok Cancel

Resolved

— Print
Form

A few examples of forms seen in ACE are:

— Form

[ Include Farm an RFI Cue: I RFezalved: I_,J_,.J vl

Print Farm IUERIFICATION—EMPLOYMENT

— Farm

[™ Include Form on RFI Due: I Fesolved: I_;_; vl

Print Form | IUEF{IFIC.&.TION—LINE.E.F{NED IMCOME




If a form is not in ACE, the Form grid is blank.

Formi

[~ Include Form on RFI Due: I Resolved: |/ / -
Pririt Farm | |

The Request For Information grid has a Q (check box) allowing
you to include a statement on the RFI. To include an item, place a
v (check mark) in the Q (check box).

The next grid is the Request For Information. Request For
Information is the printed form that instructs the customer of all the
items that need to be provided or verified. This is the method of
providing the customer with a written list of verification required in
order to determine the customer’s eligibility. The RFI also provides
the customer with a date by which the requested verification must
be received by the specialist.

. ¥erification Detail (MARGE SIMPSON - APPLICANT - 100061752, 2... =] E4

Blaly| s|=a = o @

Description: IW.-'J-.GES

Cualifier: ITarget

value: Jg200 00 Verified: Yes

—wWetfication

ate: I_-"_-"'_ "I [T colsteral | [T Document |
Client Statemert: [ I_ Wizl | I_ Declaraﬁnnl

— Form

W Include Form on RFI I Resolved: I_f_f vI Request for

_—— Information
Prirt Formn I‘u’ERIFIC.&TION EMPLOYMEMT
— Request For Information /

W Include Verification an RF < DuE'! Besolved: !_f'_f' LI Include Form
on RFI

Instructions: % English " Spanish

& copy of pay stubs or a letter from the employer that shows the gross amount of
inc:ome for the monthils) of May.

— Cormments

18005 Left message for customer at home phone #.

Ok Cancel




The Instructions field allows you to complete the instructions to
the customer indicating the items they must provide. In the
example, you would want to add what months the verification of
wages is needed. This grid provides the opportunity for you to
request specific information to be included on the Request For
Information. The Instructions field is a free form field allowing
you type in the needed information or complete the generic

language automatically put in this field.

The generic text in the Instructions field can be toggled between
English and Spanish by selecting the appropriate radio button.

Note: The correspondence language on the Address tab drives the
language that the information in the Instructions field goes out in. If you
have a Spanish-speaking primary informant, and you want add text to the

RFI, you will need to type it in Spanish in this field.

i, Yerification Detail {MARGE SIMPSON - APPLICANT - 100061752, 2... [H[=] E3

dlaly| &[m=le ¥ o 0

Description: I'u'u'.ﬂ-.GES

Ciualifier: ITar'get

value: [§200.00 Verfied: Yes

—Wetification

Date: I_-'"_-'"_ "’l [T colsteral | [T Document |
Client Statement: [~ [T isual | [~ Declaratinnl

— Form

[ Include Form an RFI Due: I Rezalved: I_,.-'_fI vI

Prirt Farm | IVERIFICATION—EMPLOYMENT

— Request For Information

Instructions: & English " Spanizsh

¥ Include Werification an RFI Due:l Resoled: I_x'_;" vI

-y

income for the ronthi(s) of May.

& copy of pay stubs or a letter from the employer that shows the gross amount of

—Cormerts

15105 Left message for customer at home phone #

Ok

Cancel

Instructions

™ Field



e Comments ACE allows you to add comments. These
comments do not print on the RFI. They
should be used to clarify information within the
case.

i, Yerification Detail (MARGE SIMPSON - APPLICANT - 100061752, 2... [H[=] E3

"laly| »|we = o e

Description: IW.&GES

Cualifier: ITar'get

Value: [4300.00 Verfied: Yes

—Wetification

Date: I_a"_a"_ 'I [T calsteral | [T Cocument |
Client Statemert: [~ [T visual | [~ Deu:laratiunl

— Form

¥ Include Farm an RFI De: I Rezolved: I_.-'_.n-' vI
Prirt Form | I‘JERIFIC.&TION - EMPLOYMENT

— Request For Informnation
[+ Include Verification on RFI Due:l Resalved: I_.-’_.-J vI

Instructions: €% English " Spanizh

A copy of pay stubs or a letter from the ermployer that shows the gross amount of
incame far the marth(z) of May.

—commerts

145006 Left message for customer st home phone #.
™ Comments

-

Ok | Cancel |

After completing all the information on a Detail pop-up window, click
OK to save the information, and close the window. Clicking Cancel
closes the window, and does not save the information.

3. RFIl on the Case Status Window

To locate the “Case Status Summary” window click on “Work”
on the main menu. Locate and click on “Case Status” on the drop
down menu.

When you first view the Case Status Summary window in the
Case Status Summary grid, you will see a + (plus sign) to the left



of the words Case Status (*¢cas= 3tatus ), The + (plus sign) indicates
there are additional directories within the Case Status.

l| 3% Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

=| iCuient control date oniy: W From [ |02£19£2DD4 v[ Tihrougts [~ |02ﬂafznus v[

Case

Program: |ALL PROGRAMS
1 ! Case Statug/

: Control O | Cateory | Description | weri ot |2
-- Request for Information SIMPSON, BART Detail |
2M 12005 Werification  AGE 2032005 —
201/2008 |Verification  CHILD SUPPORT Qverride
2HM005  Werification  MARITAL STATUS
21/2005  Verification  S5M PRefresh List
2M12005 Werification  WILLING TO PAY PREMILIM 2032005 -
212005 Werffication  THIRD PARTY LIABILITY ﬂl
IHE005  Werfication  STUDENT it i
212005 Werfication  STUDEMT
SIMPSON, HOMER —
Referral S5-6-Social security number application request M
2M/005  Werification  AGE 2432005 Ripts & Forms |
2M 12005 Werification  ENROLLMENT CHOICE 2032005
212008 Verification  EMROLLMENT CHOICE 232005 |  AddtoRF |
4 | _'l_I
Urrezolved

Find

Ok

To view the Request for Information, place the cursor directly on
the + (plus sign) located to the left of Request for Information and

click.

{5 cose statussummery (HovE siMPsoN-APPLICANT 0005175 B
Proararm; IALL PROGRAMS 'I Current contral date only. W From: T ID2;’19;’2DD4 'l Through: T= |D2.="IB.:"2DDE 'l

[ x]

Cortrol Crt | Category |

Description

- SIMPSON, HOMER

- Request for Informiatiog

2142005
21,2005
21,2005

Werffication
Werification
Werification

SIMPSOMN, BART
AGE
CHILD SUPPORT
MARITAL STATUS

— 05 Verffication SN
2H02006  Verification Py PREMIUM
2102005 Verfication | THIRD PARTY LIABILITY
2102005 Verfication | STUDEMT
2102005 Vetification | STUDEMT
SIMPSON, HOMER
2152005 Faorm MAGES
Referral 5 5-5-Social security number application request
2M02005  Verfication  AGE
21020056 Verffication  ENROLLMENT CHOICE
| |
Unresolved

Find |

| werine ot |~
[retail |
20312008 =
Lrerride |
Pefresh List |
21312008
Edit Caze |

24352005

232005
_'|_I

Latest edit:

Application
Rpts & Forms

Add to RFI

il

(o] |

The Request For Information on the Case Status Summary
window provides a list of forms and verifications that have been
included on the RFI.

In the example below, the RFI includes forms and verifications
requests. To view forms only, click on Form.

Status

Case Status
displaying
group
members

Request for
Information



] ¥ Case Status Summary {HOMER. SIMPSON - APPLICANT - 100061751)

Pragram: IALL PROGRAMS VI Curent control date only:. W From |D2.-"19£2DD4 'l Through: = ID2£’183’2DDB 'l

#-Caze Status

E| Request for Information

L SIMPSON, BART
AP SO HOMER,

Werification
SIMPSON, LISA
L SIMPSOM, MARGE

ContmIDtl Category I

Description

| uepsts | R

2172008 Form
erification

<

i A E
i AGES

SIMPSON, HOMER

Unrezolved

Find

2l

Ok |

H

Detail

Dyerride

Refresh List

i

Edit Caze
Latest edit:

Anplication
Fipts & Farms

Add o RFI

i

To view the verifications included on the “RFI”, click on
Verification.

=¥ Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Program: IALL PROGRAMS 'I Current control date only: W From: T IDZ;’19.-’2DD4 'I Through: ™ ID2H18;’2DDB 'I

H- Caze Status

E| Request far Information
- SIMPSON, BART
- SIMPSON, HOMER

arm

icatian
- SIMPSON, LISA
L SIMPSON, MARGE

<«

ControIDtI Cateqory |

Descrption

| uepate | R

21020058 Verfication

<]

MAGES

SIMPSON, HOMER

Unresalved

Find

o
|

OK

Detail

\_

Refresh List

Edit Caze
Latest edit:

i

Application
Fiptz & Forms

Add to RFI

i

. Form

_ Verification

4. Sending the RFI to Print Queue

The process of sending the RFI to the Print Queue begins on the
Case Status Summary window. When you have included all items
needed on the RFI, click on the Rpts & Forms (Ml) button.



] ¥ Case Status Summary {HOMER SIMPSON - APPLICANT -

Program: [ALL PROGRAMS

100061751}

| Clrent contral date oniw: . From T |D2£1SHZDD4 v[ Through: = |D2£18£2DDE v[

-- Case Status Control Cit I Category I Dezcription
[#1- Request for Information SIMPSON, BART
IMIE005  erfication  AGE
2142008  Verfication  CHILD SUPPORT
2172008 Verfication  MARITAL STATUS
2M720058  Merification  SSR
2172005 Merffication  WILLING TO PAY PREMILIM
212008  Verfication  THIRD PARTY LIABILITY
2172008 erfication  STUDEMT
2172008 Verffication  STUDEMT
SIMPSON, HOMER
Referral S5-6-Social securty number application request
2172008 Werification  AGE
2172008 Verffication  EMROLLMENT CHOICE
2172005 Merffication  EMROLLMENT CHOICE
| |
Unresolved

Find

| werny ot [~

Dretail |

21302005
Lrverride |
Befresh List |

21352005
Edit Caze |

Latest edit:

Application |
21312005 Fipts & Farms r

21352008
20312005 vI Add to RFI |

»
QK |

___ Rpts &
Forms

The Print Report window will open. The Print Report window

contains two grids.

T~ |

Hlal¥| 2|ma| | a|

| Applicant:

Request For Information
Resource Azsessment Information Sheet

Due D ate: ID2J28£2DDE vI

FErrint |

S¢i Mao Renewal

| Print Reparts — Print Formz
Repart | Form |
Medical Eligibility 60 D ay Reassezsment Motice Application

Releaze OFf Infarmation Authorization
Burial Fund Designation
Fenewal Of Altcs Benefitz

Detail |

Ok |

The first field on the Print Report window is the Applicant field,
which defaults to the customer’s name.

The first grid on the Print Report window is the Print Reports. It
contains the following fields:

Select Request For Information.

Provides a list of the items available to print.

ACE defaults to a due date of 10 working days

from the date the Request For Information is
selected and sent to the Print Queue.

e Reports
e Due Date
e Print

Clicking on the Print buttons sends the

selected item (Request For Information) to



the Print Queue.

The second grid on the Print Report window is the Print Forms. It
contains the following fields:

e Form Provides a list of the items available to print.
e Detail Opens the “Form RFI Detail” window.
T |

Hlal¥| 2|ma| | a|

! Applicant: | D

| Print Reparts — Print Formz
Report | Form |
Medical Eligibility 60 D ay Reassezsment Motice Application
Request For Information Szi Mao Renewal
Resource Azsessment Information Sheet Releaze OFf Infarmation Authorization

Burial Fund Designation
Fenewal Of Altcs Benefitz

Due Date: ID2J28£2DDE 'I Print | Detail |
Ok |

Once you have selected and sent the Request For Information to
the Print Queue, click OK to close the window.

5. Print Queue

To access the Print Queue on the main menu, locate and click on
Output. From the drop down menu select and click on Print
Queue.

|gutput Window  Help

Prink Quevue
Correspondence Output
Report Yiewer
Print Bar Codes

_ Print Queue
Prinkters

The Print Queue window allows you to direct documents to a
centralized location as you work through the eligibility process or
any other activities in ACE. The Print Queue holds documents
from being routed to the printer as soon as the request is made.
This allows the worker to review all documents, or select
documents to be sent to the printer. For more information on the
Print Queue, see the Print Queue Chapter.



6. Printing the RFI

When you are ready to print the RFI, place a ¥ (check mark) next
to the Description, then click the Print button.

If you do not want all items to be sent to the same person on the
Print Queue window, click on the form name, not the Select All

button.
|| Wiorker Type: |BOTH j
| Description |Wor‘ker Marne | Requested Date | Person Marne Find

: v QUEST FOR INFORMATICORN RUDMICE, DaYID 2M 872005 | Simp=son, Homer

Select Al

Deselect Al

1=

Al

Dl

~

—  (Check
Close mark)

|

The Addressee List pop-up window appears when the Print
button is selected. This window allows you to select the individual
you want the items mailed to, and puts that address on the
correspondence. For mailing notices, the Addressee List defaults
to the appropriate individual (i.e. Primary Informant).

The Addressee List pop-up window contains the following fields:

e Check Box A ¢ (check mark) to the left of the individual’'s
name indicates the person to whom the items
are mailed. The ¢ (check mark) may be

removed, or added to an additional name, by
clicking on the name of the individual.

¢ Name Displays the group members.
e Role Displays the role of the individual in the case.
e Address Displays the address of the individuals in the

case. For mailing verifications the address will
contain the common addresses for
businesses. For example, Bank of America
will contain the central address.



i, Addressee List for REQUEST FOR INFORMATION

——  geee—

oo 15 Mrgreen St, Phoeriz; 03
f ; en 3t, Phoenix, A2 55003
¢ | Homer Simpzon Primary Informa 12534 M. Evergreen =1, i 55005 _ Address

] Liza Simpszon Cther ; reen =t, Phoenix, &2 55005
harge Simpson Anplicant

Homer Simpson

—

Role

add | oK | cancel | Name

The Addressee List pop-up window contains three buttons:

e Add Allows you to add an individual, and address
of an individual not part of the group. Adding
an individual is described on the following

page.

e OK This function only sends the document to your
printer. At the printer, you will then need to
enter your 4-digit ID. All documents you sent
to print will now generate.

e Cancel Cancels the request for printing.

i, Addressee List for REQUEST FOR INFORMATION
Marne | Rale Address
] Eart Simpson Anplicart 1234 M. Evergreen St, Phoehix, AZ 35003
] Haomer Simpson Anplicart 1234 M. Evergreen St, Phoenhix, AZ 85003 Add
i Haomer Simpson Prirnaty Informart 1234 M. Evergreen St, Phoenhix, AZ 85003
Liza Simpson Cher 1234 M. Evergresn St, Phoshix, A2 85003
Marge Simpson Aoplicart 1234 M. Evergresn St, Phoshix, A2 85003 OK
4 3
KI I Cancel
sl | 0K I:ancel"l/

The Add Addressee window opens when the Add button is clicked
on the Addressee List pop-up window.

The Add Addressee window has the following fields:
e First Name Type in the first name of the individual being
added.

e Ml (Middle Type in the middle initial of the individual being



Initial) added.
Last Name Type in the last name of the individual being
added.
Street 1 Type in the street address of the individual
being added.
Street 2 Type in the name of the institution, etc., if
applicable.
City Type in the city of the individual being added.
I i, Add Addressee M=] E3
First Name —w—— First Name
i [ [
| LastNanJe
| ) L Last Name
Street 1 —
| |
: Street 2 — Street
| |
City _ State
[ [ =l
£ip Code |
| - City
] | Cancel |
State Select the state of the individual being added
by using ¥ (down arrow) to view the drop
down box.
Zip Code Type in the zip code of the individual being

added.

The “Add Addressee” window also has two buttons:

OK

Cancel

Saves and adds the information, and closes
the pop-up window. Sends the document to
the printer.

Does not save the information, and closes the
pop-up window.



I i, Add Addressee [ _ O] x|

First M arne M1
| [
. Last Mame
) | | Zip Code
Street 1
|
: Street 2 State
| |

City State

e T

Zip Code - OK

| -

0k, | Cancel 4__ Cancel

The documents do not automatically print. When you click the OK
button on the Add List window or the Add Addressee window, this
only sends the document to your secured printer. At the printer,
enter your 4-digit ID. All documents you sent to print will now
generate.

e Print Sends the item(s) to the printer. Does not give
a print preview as seen with View.

e Delete Deletes the form from the print queue. Does
not print the form, and cannot be retrieved
once deleted.

e Close Closes the Print Queue window.



| S8 Print Queue

|| Wiorker Type: |BOTH

%]

| Description

|Wor1-<er Hame

| Requested Date | Person Mame

| ¥/ REQUEST FOR INFORMATION

RUDMICE, DAYID

2182005 Sirmpson, Homer

Select Al

Close

A

FEind

[Dezelect Al .
Print
Delete
Ve
Delete
_ Close

7. Revising the RFI

When a second RFI is needed you may remove and/or add items to
the RFI and reissue the form.

If the customer or representative provide only part of the requested
information ACE allows you to leave the requested form or
verification on the RFI. You may also add new forms or request for

verification to the RFI.

To remove an item from the RFI, select the item on the form or
verification, click on the item causing it to highlight.

2% Case Status Summary

Pragram: IﬂLL PROGRAMS 'l Current contral date anly: W Frome T |U2£19J2UU4 'I Throughs ™ |02£18£2UUB 'I

- Case Status

ControIDtI Category |

Descrption I Due Date | R

E| Request for Informnation
- SIMPSON, BART
= SIMPSON, HOMER
! - Farm

- Wetification

- SIMPSON, LISA,

. SIMPSON, MARGE

202005

24 f2005

Fiormn

Werification

4]

SIMPSON, HOMER

rAGES

Unrezolved

2025752008
: 105

i

Find | Ok |

I

Dretil
Drverride
Refresh List

Edit Case

Anplication

Fipts & Forms

_topteon |
[Fceo]
| EEor |

Add to RFI

Double click on the item opens the detail window from which it

originated.

If the customer or representative returned the form, (for example
the form is Verification — Financial Accounts) with their signature, in
the Form grid, Resolved field, enter the date the form is received.



You may either use the drop down calendar to select the date, or

type in the date.

Clicking OK resolves the request and closes the detail window.

i, Yerification Detail

Qlay| »|se 9 o o

Description: IW.&GES

Quialificr: INucIear Power Plart

Walue: I Werffied: Mo

—Wetification

Date: I_a"_f'_ v| [T colateral | [T Document |
Cliert Statement: [~ [~ Wigual | [~ Declaratinnl

— Form

¥ Include Farm on RFI Due: I Rezolved: I_.f_.-’ vI
Print Form | IUERIFIC.&TION - EMPLOYMERNT

— Request For Informnation

W Include Verfication on RF Due:E;‘zamuus Reszalved: |[IeEfglieus

Instructions:

& copy of pay stubs or a letter from the employer that shows the grozs amount of
income for the manthiis) of

— Commerts

Custormer stated that the check received on 1/26/05 was unusually high dusto a
ohe tirne inspection in which he had to words overtime. This will not occur again.

Ok Cancel

Resolved

After resolving the request on the detail window, remove the item
from the Case Status Summary window by clicking the Refresh

List button on the Case Status Summary window.



] 28 Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Program: IﬂLL PROGRAMS 'l Current cortral date anly; W Frome T |02£19£2UU4 'l Thraugh: |D2£18£2DUB 'I

[ Case Status [t | Categary | Dezcription | Due Date | Rezolved I
ar Information

: SIMPSON, HOMER Dt |
- 5IMPSOR, BART . Farm WAGES 2/28/2005 =
-SIMPSOM, HOMER, <m WAGES 2% Override |
~SIMPSON, LISA [e—
- SIMPSON, MARGE Bsfresh List L|_ Refresh
Edit Case | LISt

Latest edit:

—~ Resolved

Riptz & Forms | Req uest
Add to RFI |
| 2]

Find | oK |

Application

Kl

Unrezolved

To add an addition item to the revised RFI, on a verification detail
window complete the Form and/or Request For Information grids.
When completed click OK.

i, Yerification Detail (MARGE SIMPSON - APPLICANT - 100061752, 2... [l[=] B3

Blaly| &|nle | o @

Description: IWAGES

Qualifier: ITar'get

Malue: [$200.00 Verffied: Yes

— Wetification

Date: I_f'_a’_ "'I [T colisteral | [T Document |
Cliert Statemert: [~ [~ Wisual | [~ Declaratianl

— Farm

¥ Include Form an RFI Duie: I Resohved: I_H_.f vl
Pririt Formn | I\-‘EF{IFICATION - EMPLOYMEMT

— Request For Information
v Include Verification an RFI Due:l Resalved: I_,-'_.a' vl

Instructions: % English " Spanish

& copy of pay stubs or a letter from the employer that shows the gross amount of
income for the morthi(s) of May.

—Commerits

15705 Left meszage for customer at home phone #.

614 Cancel




The Case Status Summary window will reflect the new item. In the
above example, verification of income was requested.

On the Case Status Summary window, the request for verification
of the income is now seen. If you have the Case Status Summary
open and it does not show, click on the Refresh List button.

30 coseStaus Summary (HOMER SIMPSON - APLICANT-toooei751) g
Program: IALL PROGRAMS 'I Cunent control date only: ¥ Frome T |D2.=’19.:’2DD4 'l Through: I IDE;"‘IBQDDB 'l

H

-- Casze Status Cortral Ot | Category I Description | Due Date | R
= Request for Information SIMPSON, HOMER Detail
H 2152005 Form i AGES
2M2008  Merfication  WAGES Dvermide

Refresh List

48

;----SIMPSON, LISa&
L SIMPSOM, MARGE 2 . Request for
Latest edit: g .
Verification
of Wages
Application |
HQts&Formsl
&dd to RFI |
4] | -l
Unresolved Eind oK |

8. Reprinting the RFI

You can reprint the RFI to add items or delete items. To reprint the
original RFI access the Case Status Summary. Click on the

st Foms | Rpts & Forms button. When the Print Report window
opens select Request For Information (causing it to highlight) and

click Print.
| i, Print Report
-SR]
|
| Applicant:
: — Print Reports — Print Forms
Fiepoart | Farrm |
Medical Eligibility 60 D ay Reassezsment Motice Application
Fiequest Far Infarmation Szi Mao Renewal Print
Fezource Azzeszment Information Sheet Releaze Of Information Autharization _—

Burial Fund Designation
Renewal OF Altcs Benefits

Deetail |
ak. |

Clicking on the Print button again sends the RFI to the Print Queue
where you able to view and reprint the form.

Due Date: ID2£28IEDDE vI FErint f/




H 24 Print Queue
Worker Type: |BOTH j
| Descrption |‘u'u'0r1-<er Mame | Requested Date | Person Mame Find
: ¢ REQUEST FOR INFORMATION RUDMICEK, DAYID 21872005 | Simpsan, Harmer —

Select Al

Deszelect Al

=]

Delete

Close

Pl e

9. Resolving Items on the Case Status Summary

Once verification is received, the item needs to be resolved. On
the Case Status Summary window, select the Form or

Verification needing to be resolved by clicking on it. Once the item
is selected, double click to open the Form/RFI Detail window for

that specific item.

] M. Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Proararm; IALL PROGRAMS 'l Curent control date only: W From: T ID2;’19.-’2DD4 'l Throwgh: I |D2H1BJ2DDB 'l

- Caze Status Contral Ot | Category I Dezcription

| ouepate | R

- Requesst for Information SIMPSON, HOMER
- SIMPSON, BART 21/2005  Form WAGES
SE SIMPSON, HOMER 2HP005 Werficstion  WAGES
- Form

- Werfication
- SIMPSON, LISA
- SIMPSON, MARGE

4] J

Unresalved

Detail

o]
Corere |
E=TE

Drwerride

Refresh List

Latest edit:

Application
Rptz & Forms

Add to RFI

il

2

Ok |

To resolve either an item listed in the Form grid or Request For
Information grid, enter a date in the Resolved field. You may

either click on the ¥ (down arrow) to view and select a date from
the drop down calendar or type in the date.

Select the
item that
needs to be
resolved. In
this example,
it is wages.



| &. Form/RFI Detail

Hlaly| s/mle| = 5| @]

Description: IWAGES

Cualifier: INucIear Power Plant

— Farm
W Include Form on RF:

Resolved: I—"l—"'l vl

— Request For Information

¥ Include Yerfication on RFI Dualz;za;znm Resalved: ||:|2,J1a;2|3|:|5 vl

Instructions:

L copy of pay stubs or a letter from the employerthat shows the gross amount of
income for the monthiis) of

— Comments

Customer stated that the check received on 172605 was unusually high dueto a
one time inspection in which he had to wark overtime. This will nat accur again.

(]9 | Cancel |

When you have completed your entries, click OK to save the
information and close the Forms/RFI Detail window.

The Case Status Summary window will not reflect the Resolved
date until you click the Refresh List.
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Refresh List
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